


Approval to telework may be rescinded or modified at any time to meet 
organizational/departmental goals, for non-compliance with the agreement, disciplinary 
action, or any other reason by the Department Head or District Court Administrator. 

This section does not apply to the personal staff of common pleas judges, who maintain the sole 
discretion to approve or disapprove of telework arrangements among their respective personal 
staff. 

III. Requirements

While teleworking, the employee will: 

1. Remain accessible during the telecommute work schedule.

2. Check in with the supervisor to discuss status and open issues.

3. Be available for teleconferences, scheduled on an as-needed basis.

4. Be available to come to the office if a business need arises.

5. Request supervisor's approval in advance of working any overtime hours (if employee is
non-exempt).

6. Request supervisor approval to use vacation, sick, or other leave in the same manner as
when working at employee's regular work location.

The performance of official duties by teleworking will be noted in the County's payroll system 
unless the employee has a full-time teleworking arrangement. 

IV. Telework Site

The employee agrees to work at the office or teleworking location and not from another 
unapproved site. Failure to comply with this provision may result in termination of the agreement 
and/or other appropriate disciplinary action. The teleworking location must be the primary 
residence of the employee. The employee further agrees to the following if teleworking: 

1. Maintain a dedicated, safe, and ergonomically sound work environment.

2. Report work-related injuries to the supervisor at the earliest opportunity, and to hold the
employer harmless for injury to others at the teleworking location.

3. Report to employee's supervisor any incidents of loss, damage, or unauthorized access at
the earliest reasonable opportunity.

4. Utilize Internet access ensuring appropriate bandwidth to operate with employer network.

Workers' Compensation: The Court and/or the County will be held harmless against all claims, 
excluding workers' compensation claims, resulting from an employee working at the teleworking 
location. To the extent applicable, the employee is covered under the workers' compensation law 
if injured while performing official duties at the teleworking location. The employee agrees to 
maintain a safe working environment and understands that verified negligence or failure in this 
regard may subject the employee to appropriate disciplinary action. 



The Court is not responsible for operating costs, home maintenance, or any other incidental costs 
(e.g., utilities, insurance) whatsoever, associated with the use of the employee's residence, fixtures, 
or equipment. Employee understands that employee is responsible for tax consequences, if any, 
of this arrangement, and for conformance to any local zoning regulations. 

V. Equipment and Confidentiality

The Employee will be allowed to use certain equipment as provided and approved by the 
Department Head or District Court Administrator. Employee agrees to protect any Court-owned 
equipment and to use the equipment only for official purposes. Use by family members and others 
is prohibited. The Court agrees to provide, service, and maintain any Court-owned equipment 
issued to the teleworking employee. Any Court-owned equipment will be returned to the Court 
upon demand. 

All Court data must be handled in a secure and confidential manner. Office papers or records may 
only be moved to the telework location with permission of the Department Head. Official case 
records may not be removed from the Courthouse Complex or the employee's office under any 
circumstances. Any breach of confidentiality or unauthorized disclosure of information or data 
may result in disciplinary action. 

VI. Use of Leave and Overtime

Telework is not intended to be used in place of leave time and all leave time must be approved in 
the ordinary course of business by the employee's supervisor. Telework is not to be used to allow 
an employee to be the primary caregiver of any individual while simultaneously performing the 
employee's job responsibilities. Department Heads may determine whether it is appropriate to 
off er a telework arrangement as an opportunity for temporary, partial, or full return to work from 
illness/injury or for disability accommodations based on Court or County policy and the criteria 
normally applied to decisions regarding the approval of telework. 

If the employee works overtime that has been ordered and approved in advance, the employee will 
be compensated in accordance with applicable law and policies. The employee understands that 
unapproved overtime work will not be tolerated. By signing this agreement, the employee agrees 
that failing to obtain proper approval for overtime work may result in a modification or recission 
of the telework arrangement, disciplinary action, and/or other appropriate action. 

VII. Telework during Emergencies

Department Heads must communicate with employees eligible to telework the expectations for 
continuing to work during emergencies. Telework arrangements may be used as part of a plan to 
maintain continuity of operations. 

VIII. Interpretation

This Policy is issued at the direction of and with the approval of the President Judge. The official 
interpretation of this Policy is by the President Judge or District Court Administrator. Questions 
regarding the Policy should first be directed to the District Court Administrator. All rights are 
reserved to revise or eliminate this Policy as necessary. 

The language of this Policy does not create an employment contract between the employee and the 
Court. This Policy does not create any contractual rights or entitlements, but, instead, establishes 
conditions for permitting an employee to qualify for and continue to exercise the privilege of 
teleworking. A teleworking arrangement may be modified or rescinded at any time. No promises 








